
Uniform Reporting System (URS) 
 
 

How to Set Up URS Before Entering Prevention Data 
 
 
 
Before any prevention data can be entered into the URS System the following agency screens must be filled 
in first: 
 
 
 
Agency Information Form 
 

• This is the Agency Information form, which is accessed from the Agency menu.  This must be 
completed by all agencies using the URS. 

• Select the Agency menu 
• Select Agency Information 
• Please complete all the fields and click on [Save] button when complete. 
• Click on the [Save] button when all fields have been entered. 
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Program Information Form 
 
This is the Program Information form, which is accessed from the Agency menu.  This form must be completed by 
all agencies using the URS. All eight Service Categories must be listed under the Service Categories Program 
Operates box.  Your URS system administrator should have completed this form.  If not, please follow the 
following instructions.   
 
• Select the Agency menu 
• Select Program 
• Select Prevention Education Services 
• Click [Edit] button at the bottom of the screen 
• Click the [Add] button under the Service Categories Program Operates box 
• Highlight HCPI, Press OK 
• Click the [Add] button again 
• Highlight HCPI Education, Press OK 
• Click the [Add] button again 
• Highlight Other Interventions, Press OK 
• Click the [Add] button again 
• Highlight Needle Exchange, Press OK 
• Click the Add button again 
• Highlight Group Level Interventions, Press OK 
• Click the [Add] button again 
• Highlight Individual Level Interventions, Press OK 
• Click the [Add] button again 
• Highlight outreach, Press OK 
• Click the [Add] button again 
• Highlight Prevention Case Management, Press OK 
• Make sure that all eight prevention services have been selected and then click [save] button to complete the 

Program Information form. 
 

Programs that Agencies perform must be created on this form.  To enter a program follow the following instructions: 
 

• Click the [Add] Button 
• Under Program Information, Click [Status] button, Press Active or Inactive 
• Enter the System Assigned Program Code 
• Enter the Agency Defined Code 
• Enter Name of Program 
• Click On [Agency] Button and choose appropriate program 
• Click [Type] Button and choose appropriate type of Program 
• Click [Eligibility Type] Button and choose appropriate eligiblility type. 
• Click [Funding Type] Button and choose appropriate funding type. 
• Check on the [Requires Enrollment] Button. 
• Click on the [Save Button] to save the program. 
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Site Form 
 
 
 
 
 
 

• Click the [Add] button. 
• Enter the name of the Site. 
• Enter all the information that is requested on the form. 
• Enter the [Save] button when complete. 
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Staff Form 
 

This is the Staff Form, which is accessed from the Agency menu.  This form must be completed by all 
agencies using the URS.  Please follow the following instructions: 
 

• Click the [New] button and enter all the information requested by the form. 
• Click the [Save] button when the form is completely filled in.  This will add the staff to the 

URS System  
• Click the [New] button and complete information for each staff member in the agency. 
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Group Form 
 

This is the Group Form, which is accessed from the Agency menu.  Use the Group Information screen 
to define regularly scheduled groups organized by your agency. 

 
To add a new group: 
 

• Select Group from the Agency Menu. The Program Information screen  
appears. 

 
Note: The default status appears as Active. You can change the status to  
Inactive by marking the corresponding radio button. 
 

• Click the [Add] button at the bottom of the screen. 
• Type information in the fields and select information from the pop-up lists  

on the screen. 
• Click the [Save] button. The group name and number appear in the field  

on the left side of the screen. 
 

• Click the [Close] button to clear the Group Information screen and return  
to Main Menu . 
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